Background Check Procedures

Required for any volunteer in one or more of the following scenarios:

>
>

Individuals who volunteer for more than 120 calendar days in a year

Positions that require wearing the Corps volunteer clothing/name tag who
work independently of Corps personnel

Positions that require access to government files and records
Positions that require the collection or handling of fees
Positions that require access to a Corps networked computer

May be conducted, but not required for any of the following:

>
>

Individuals who volunteer for one-time events

Individuals who volunteer for less than 120 days and who do not meet any
of the scenarios as described above

Volunteers who only work in proximity and direct supervision

by a Corps employee
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Background Check Procedures

Volunteer Coordinators shall work with their District Security Office to
obtain background checks and ensure proper procedures are
followed.

» Districts with procedures in place (on NRM Gateway): LRN, LRP, NAD, NWP,
NWS, SAJ, SAW, SWL, SWT

Background checks shall be paid for out of project operating funds or
District Security Office funds (if available).

All information received as a result of a background check will be held
In confidence and handled according to Privacy Act regulation.
Required components include, at a minimum:

» Social security verification
» Address trace

» State or county criminal history

» Sex offender registry to search all 50 states for known sex offenders .
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Computer Access for Volunteers

» Volunteers requiring government computer
access connected to Department of
Defense (DOD) networks must be issued
a Volunteer Logical Access Credential
(VOLAC) card.

= There is no cost for the VOLAC card, but there may be a cost
associated with obtaining the required fingerprints during the
background check process.
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= Volunteers who only use stand alone
government computers that are not
connected to a DoD network do not

Network Access Cand

require a VOLAC
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VOLAC Reqguirements

= Volunteers must meet the following requirements to obtain a VOLAC:

>
>
>

Require frequent access to a DoD network to perform their duties.
Be a U.S. citizen

Be registered in the Defense Enrollment Eligibility Reporting System
(DEERS) through the Trusted Associate Sponsorship System (TASS)

Receive a favorable National Agency Check with Inquiries (NACI) and a
favorable FBI National Criminal History Check (fingerprint check).

Be eligible for a DoD sponsored unclassified network account in Army
Knowledge Online (AKO)

Agree to be photographed and have fingerprints taken and
stored in the volunteer's DEERS record.

®
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VOLAC Procedures

= Work with CPAC or the Security Office (SO) in requesting support
from the Personnel Security Investigation - Center of Excellence.
Fingerprints may be obtained by the SO or by local law enforcement
officials on the SF-87 and submitted to the SO.

= District offices must establish a TASS VOLAC program infrastructure
by completing the following steps:

» Submit a request for approval on DD Form 2875 to Meredith Walters, the
HQUSACE TASS Service POC to establish a Trusted Agent Security
Manager (TASM) in the District Office and a TASS Site ID for the District.

» The TASM will need to complete six online training courses to become
certified. (Training takes approx. 6 hours and must be renewed annually.)

» Once approved, the TASM may appoint Trusted Agents (TA) for each of
the project offices within the District. The TAs will need to complete

three online training courses to become certified. (Approx. 4 hours)
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VOLAC Procedures

Once a District has the program set up, the following procedures must
be followed to issue VOLAC cards to eligible volunteers:

» The project volunteer coordinator (sponsor) will submit a request for a
VOLAC card to a Trusted Agent (TA), which will typically be the
Operations Project Manager or Natural Resource Manager at the project,
or District Volunteer Coordinator.

» The volunteer must complete an PSIP Release of Information Form NACI
qguestionnaire, OF-306 Declaration of Employment, have fingerprints
done, and complete an SF-85 via a PSIP request. (This can take 4+
weeks, so act early!)

» The TA will review the request, create a volunteer record in TASS, and
notify the volunteer coordinator to complete the request in TASS. (10 min)

®
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VOLAC Procedures

The volunteer sponsor or volunteer will complete the application
and return it to the TA for verification and approval in TASS.

The volunteer will be notified to report to the servicing DEERS/RAPIDS ID
Card issuance facility for VOLAC issuance.

Volunteer Access Cards can be issued for a maximum of 3 years, but
must be re-verified every 180 days by the TA or the card will be revoked.
The eligibility expiration date should be set for the duration of the expected
length of service.

VOLAC cards must be returned to a RAPIDS ID Card issuance facility for
disposition, and access revoked in the TASS system when the

volunteer completes their service.

®
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VOLAC Responsibllities

Roles Responsibilities
HQUSACE VOLAC/TASS * Receive, process, and approve requests for TASS
Service POC Site IDs and Trusted Agent Security Manager

(TASM) appointments.

VOLAC Trusted Agent
Security Managers (TASM)

* Register Trusted Agents (TA)
 Transfer volunteer sponsorship between TAs
e Remove TAs

VOLAC Trusted Agents (TA)

» Create new VOLAC account in TASS
* Approve, reject, or return VOLAC application
* Re-verify VOLAC requirement

Volunteer Sponsors

» Determine the validity of a request for a VOLAC.

» Obtain verification of a favorable NACI and favorable
FBI (finger print check) background check.

» Ensure that the VOLAC is retrieved and the TAis
notified whenever a VOLAC is no longer required.

Volunteer

» Obtain VOLAC at DEERS/RAPIDS ID Card facility
when approved.
e Return VOLAC to vol. sponsor upon termination




VOLAC Process Flow Chart

Volunteer Sponsor notifies TASS TA of
new volunteer requirement

TA creates new account

TASS generates USERID and initial login
password

TA passes USERID and initial login
password to Volunteer or Volunteer
Sponsor

Volunteer or Volunteer Sponsor
completes application / submits to TA

TA receives / reviews application &
verifies background vetting

TA:

> Accepts application (or)

> Returns application for corrections (or)
> Rejects application

DEERS Updated

Volunteer / Volunteer Sponsor notified of
approval. Volunteer goes to
DEERS/RAPIDS facility for VOLAC card

2
&

<@> Volunteer Sponsor

New Volunteer VOLAC request

Create volunteer app account

DEERS

Add volunteer
when approved
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"F‘-"l"STEM AUTHORIZATION ACCESS REQUEST (SAAR)

PRI CY ACT STATEMENT

B UTHORITY: Executive Order 10450, 9397 ; and Public Law 93-474 the Computer Fraud and Abuse Aot

FRIMCIFAL PURPOSE: To record names, signatures, and otheridentifiers forthe purpose of walidating the tustworthiness of individuals ne questing
access to Deparment of De#knse (Do O) systems and information. HOTE: Records may be maintained in both electronic
andfr paper form.

ROUTIME USE 5: Mone.

OISCLOSURE: Disddosure afthis info mmation is wlunt@any; howewer, Bilure to provide the requested information may impede, delayor

prewent further processing ofthis request.

SYSTEW MAWE (Plalfor or Applicalions) [ LOCATION fPhrysical Locadion of Svskd )

TYRE OF REQUEST TATE rrr v o0
[INTIAL | |MODIFICATION | | DEACTIGATE USER I

| FART I (T be cof pleded by Fequestor]

DD Form 2875: System 1. MAME (las, Fir, Middke inibial) . ORGANIZATION

. N 3. OFFICE 5'hiBOLCEP ARTMWENT 4 PHOME {0 fior Chosie emiall
AUthorlza‘tlon AcceSS f OFFICIAL EhAL ADDORESS . JOB TITLE AND G RADERANE
Request Y. OFFICLAL MAILING ADDRESS 8 I_EITZENSHIF o Q.D\ESIBNATIDN DE.ERSDN
Ls FH | MILITARY ChILLAN

(To obtain access to - S

0 WA TRAINNG ARND AARENESS CERTIFICATION RECLIRBEWENTS fCom p.'eie a5 eq wired for e o
| hawe completed Annual nformation 2w areness Training. DATE (v son)

Trusted ASSOCiate 11. USER SIGHATURE [— 12. DATE (¥¥ ¥ravmion)

SponsorSh | p Syste m) PART Il- ENDORSEMENT OF ACCE 55 BY INFORMATION O'WNER, USER SUPERVISOR OR GOVERNMENT 5PONSOR (Findividual iva

coftrador - pmvide cof pany fame, comtac ravier, amd date of aondact expiaton iy ool 16.)

12 NICTIEICATIORM EOE o TEC ©

14, T¥PE OF ACCESS REQUIRED:

AUTHORIEED PRMLEGED
15. LUISER REQUIRES ACCESS TO: [ ] uNCLASSIFIED [] CLASSIFIED (Speciy categony)
] OTHER
16 . %ERIFICATION OF NEED TO KNOWY 16a. ACCESS EXPIRATION DATE f@nﬁcbmmuﬂspeuﬁr COM‘FE.’?}" Nl e,
i i i Condract i ber, Expiafon Oake . U= Block 27 §meeded.)
| certifythat this user requires acce 55 35 requested.
17 SUPERWSOR'S NAME (Frint Mase) [ 18 SUPERMSOR'S SIGHATURE 19. DATE (" vIIAO0)

20 SUPERSASO RS NRGAMTAT IO MYOED ARTHAE HT oo cHipEmh AC A fe Cadnll anmoCEe e 20b. FHOME N UMEER

_E! lEENJ&TURE OF INFORWATION OW'NERFOPR - 21a. PHONE NUMBER 21b. DATE (v o




Volunteer Program Forms

Standard Form 87: Federal Employee and Military Fingerprint Card
(Used for background checks for VOLAC card)

SF-87

Federal Employee and Military Fingerprint Card - Numbered Fields are Required and

Must be Fully Completed in Accordance With The Provided Instructions.

SF HT(REV_ APRIL 2006) LEAVE BLANK TYPE OR PRINT ALL INFORMATION IN BLACK FBl
US OFFICE OF PERSONNEL LAST NAME ~ NAM FIRST NAME MIDDLE INITIAL - LEAVE BLANK
MANAGEMENT
EO. 10450 1
SIGNATURE OF PERSON FINGERPRINTED 0
2 R USDOPMOOOZ - FIPC BOYERS, PA
i
RESIDENCE OF PERSON FINGERPRINTED SERIAL NO. (OPM USE ONLY) OCA DATE OF BIRTH DOB
MONTH DAY YEAR
12
ALIASES AK_A EVEE | HAIN | MLACE OF BINTH POB
DATE SIGNATURE OF OFFICIAL TAKING FINGERPRINTS |

3

LEAVE BLANK

TITLE AND ADDRESS

SCARS, MARKS, AND TATTOOS

CLASS

POSITIONTO WHICH APPOINTED

FEBINO. FBI

REF.

DEPARTMENT, BUREAU, AND DUTY STATION (CITY AND STATE)

1. NAM

Full name in following order, LAST,
FIRST, MIDDLE. Initials are NOT
acceptable. If applicant has no
middle name, enter NMN for the
MIDDLE.

SOCIAL SECURITY NO. SOC
4

10. HAIR
Must include three letter code:

7. HGT
Must include three numeric
characters. Enter applicant’s height

in feet and inches. Do not use “or”. Color Code
Example: Bald BAL
Black BLK

for5’ 11" enter 511




Volunteer Program Forms

Standard Form 85

Revised September 1995

U.S. Office of Personnel Management
5 CFR Parts 731 and 736

Standard Form 85: Questionnaire for Non-Sensitive Positions

Form approved:

OMB Mo. 3206-D005
MSM T540-00-634-4035
85111

Questionnaire for Non-Sensitive Positions

Follow instructions fully or we cannot process your form. Be sure to sign and date the certification statement on Page 5 and the release on

Page 6. If you have any questions, call the office that gave you the form.

Puwrpose of this Form

The U.S. Government conducts background investigations to establish
that applicants or incumbents either employed by the Government or
working for the Government under contract, are suitable for the job.
Information from flus form 15 uwsed prmanly as the basis for this
mvestigation. Complete this form only after a conditional offer of
employment has been made.

Giving us the information we ask for 1s voluntary. However, we may
not be able fo complete your investigation or complete if in a timely
manner, if you don’t give us each item of information we request. This
may affect yvour placement or employment prospects.

Aurthority to Request this Informarion

The U5, Government is authorized to ask for this information under
Executive Order 10577, sections 3301 and 3302 of title 5, U.S. Code;
and parts 5, 731, and 736 of Title 5, Code of Federal Regulations.

Your Social Security Number is needed to keep records accurate,
because other people may have the same name and birth date. Executive
Order 9397 also asks Federal agencies to use this number fo help

. D Rl . [ R . [

2. Type or legibly print your answers in black ink (if your form is not
legible, it will not be accepted). You may also be asked to submit your
form in an approved electronic format.

3. Al questions on this form nmst be answered. If no response is
necessary or applicable. indicate this on the form (for example, enter
"Mone" or "N/A"). If vou find that vou cannot report an exact date,
approximate or estimate the date to the best of vour ability and indicate
this by marking "APPROX." or "EST."

4 Any changes that you make to this form after vou sign it nmst be
mitialed and dated by wyou. Under cerfain limifed circumstances,
agencies may modify the form consistent with your intent.

5. You must use the State codes (abbreviations) listed on the back of
this page when you fill out this form. Do not abbreviate the names of
cities or foreign countries.

§. The 5-digit postal ZIP codes are needed to speed the processing of
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Volunteer Program Forms
OPM 306: Declaration for Federal Employment

= Form Approved
Declaration for Federal Employment OME No. 32060162

GENERAL INFORMATION
1. FULL NAME [(First. middle, last) 2. SOCIAL SECURITY NUMBER

* *
3. PLACE OF BIRTH (inciude city and state or country) 4. DATE OF BIRTH (MM/DD/YYYY)

* *
5. OTHER NAMES EVER USED (For example, maiden name, nickname, etc) 6. PHONE NUMBERS (inciude area codes)

* Day #

*

Night

Selective Service Registration

If you are a male bomn after December 31, 1959, and are at least 18 years of age, civil service employment law (5 U.S.C. 3328) requires that
you must register with the Selective Service System, unless you meet certain exemptions.

7a. Are you a male born after December 31, 19597 [I_I YES EI NO If"NO" skip 7b and 7c. If "YES" go fo 7b.
Th. Have you registered with the Selective Service System? D YES D NO If"NO" goto 7c.
fc.  If"NO," describe your reason(s) in item #16.
Military Service
8. Have you ever served in the United States military? D YES Provide information below D NO
If you answered "YES." list the branch, dates, and type of discharge for all active duty.
If your only active duty was training in the Reserves or National Guard, answer "NO."

From To

Branch SRR T Type of Discharge

Background Information

For all questions, provide all additional requested information under item 16 or on attached sheets. The circumstances of each event
you list will be considered. However, in most cases you can still be considered for Federal jobs.

For questions 9.10. and 11, vour answers should include convictions resulting from a plea of nolo contendere (no contest). but omit (1) traffic




Resources: TASS Applicant
and TA User Guides

http://www.corpslakes.us/volunteer/

Defense Manpower Data Center (DMDC)

Trusted Associate Sponsorship System
(TASS)

Trusted Agent User Guide

(TASS TASM/TA User Guide)

Wersion 400
March 2013

Prepared by
The De®nse hBanpower Data Canter
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Defense Manpower Data Center (DMDC)

Trusted Associate Sponsorship System
(TASS)

Applicant User Guide

Wersion 400
harch 2013

Prepared by
Defence Dlavporarer Data Capiter



http://www.corpslakes.us/volunteer/
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